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Subj: CVILIAN EMPLOYEE OF THE QUARTER AND Cl VI LI AN OF THE YEAR
AVWARDS

Ref : (a) NAVRESREDCOVREGTHI RTEENI NST 12451. 1A

Encl: (1) Sanple Nom nation Format

1. Purpose. To provide all Naval Reserve Readi ness Conmand
M dwest (REDCOM MAN conmands with additional neans to provide
special recognition to civilian personnel for exceptionally

superi or performance.

2. Cancellation. NAVRESREDCOVREGTHI RTEENI NST 1650. 2C.

3. Discussion. It takes a "teant effort to achieve the m ssion of
the conmand. Teamwork is an "All Hands" evol ution, and that

i ncludes our civilian personnel as well as mlitary. REDCOM MW has
ot her award prograns designed to provide tangible recognition to

t hose personnel whose dedi cati on and ent husi asm have nmade a
significant contribution to the command. The Civilian Enpl oyee of
the Quarter and Civilian Enpl oyee of the Year Awards are
established to provide the sanme special recognition to our civilian
personnel that our other award prograns provide for our mlitary
per sonnel .

4. Eligibility. The Cvilian Enpl oyee of the Quarter and Year
Awards are open to all civilian enployees at all pay |levels serving
on the Readi ness Commander's staff and all reserve centers within
this region. There will be one Cvilian of the Year Award each

cal endar year and one Civilian of the Quarter Award each cal endar
quarter.

5. Selection Criteria. The intent of the Cvilian of the Quarter
and Civilian of the Year Award progranms is to recogni ze and reward
t he superior perfornmance and dedi cation of our civilian personnel.
Factors consi dered incl ude:

a. Denonstrated sustained excell ence and not ewort hy
achi evenents in job performance that clearly contributed to the



m ssion of the command.

b. Denonstrated notivation, pride and professionalism
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c. Of-duty education as well as professional devel opnent.

d. Participation in conmunity affairs or activities that
enhance the Navy's image, and reflect credit upon the command.

e. Awards and letters of comrendati on/appreciation.
6. Action

a. REDCOM MW Departnment Heads and Commandi ng Officers of Naval
Reserve Centers shall screen civilian personnel assigned and
prepare a nom nation letter (not nore than two pages in |ength),
per the format contained in enclosure (1) to include a copy of the
| ast perfornmance apprai sal and proposed citation. Al Cvilian of
the Year nominations are to be submtted to REDCOM MW ( Code NOOC)
not later than 15 January each year. Al Cvilian of the Quarter
nom nations are to be submtted to REDCOM MV (Code NOOC) not | ater
than 15 January, 15 April, 15 July and 15 Cctober.

b. Commander, Naval Reserve Readi ness Command M dwest shall:

(1) Convene sel ection boards to review all nom nations and
sel ect the REDCOM MW Civilian of the Year and Civilian of the
Quarter.

(2) Provide appropriate recognition to the sel ectee.

(3) All commandi ng officers shall ensure recognition is
provi ded at the local level, including fornmal presentation of the
command pl ague and |l etter of commendation, |ocal news rel ease and

every ot her neans available to recognize our finest perforners.

7. Recognition

a. REDCOM MW Civilian of the Year will receive:



(1) A command pl aque.

(2) Letter of Conmmendati on.

(3) 24 hours time-off award per reference (a).
b. REDCOM MV Civilian of the Quarter will receive:

(1) Afraned Certificate of Commendati on.

(2) Nom nation to conpete with other region nom nees for
REDCOM MV Ci vi l i an of the Year.

(3) A command pl aque.
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(3) Recognition at the quarterly NTC Award Luncheon ( REDCOM
MN civilian only).

(4) 12 hours time-off award per reference (a).

8. Reports. The requirenent contained in paragraph 6 is exenpt
fromreports control by SECNAVI NST 5214. 2B and requires no report
synbol .

/sl
L. J. LANG
Deputy

Di stribution:
NAVRESREDCOMM DWESTI NST 5605. 1V
Li sts A (Readi nesss Conmander/ Departnment Heads) and D ( RESCENS)



From
To:

Vi a:

Subj :

Ref :

Encl :

1. Per
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SAMPLE NOMINATION LETTER

Commander, Naval Reserve Readi ness Conmmand M dwest
(Code NOOCQ)
Commandi ng O ficer, (if applicable)

Cl VI LI AN EMPLOYEE OF THE ( QUARTER/ YEAR) NOM NATI ON FOR
(CY- __/ QUARTER)

(a) NAVRESREDCOVREGTHI RTEENI NST 1650. 2D

(1) Last Civilian Performance Apprai sal
(2) Proposed Citation for Letter of Conmendati on

reference (a), the bel ow naned individual is nom nated for

the Gvilian Enpl oyee of the (Quarter/Year) Award for (CY-__/
Quarter). Enclosures (1) and (2) contain supporting docunentation.



2. The followi ng pertinent information is provided:
a. Pay Plan, Series, Gade/Full Narne:
b. Job Title:
c. Date commenced federal enploynent:
d. Date commenced enpl oynent at current command:
e. Education achievenents conpleted this quarter
f. Pronotions received since enpl oynent:

g. Specific professional achievenents/contributions to the
m ssion of the conmand:

h. Comunity invol venent/activities:
i. Awards or Letters of Commrendati on/ Appreciation:

j. Commanding Oficer's comrents (any other information
consi dered appropriate to distinguish nom nee from contenporaries):

Encl (1)



